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3D charts, 149-150
24-bit pictures, 117

o/ ] o

accessing symbol libraries, 41-42
active layers

changing, 137-138

overview, 136
Add Category button, 156, 160
Add New Layer dialog box, 137
Add New Table dialog box, 107-108
Add Series button, 156, 160
adding

arrowheads, 49-50

boxes to organization charts, 190-191

captions, 242-244

categories, 159-160

columns to tables, 109

corners, 206-208

data points to live maps, 226-230

doors, 205-206

rows to tables, 109

series, 159-160

shapes, 32-33

shapes to flowcharts, 179-181

shapes from SmartPanel, 39-42

text to drawings, 63-65

text to lines, 64-65

text to shapes, 64

text to symbols, 64

text to tables, 108

walls, 204-205

windows, 205-206
adjusting

active layers, 137-138

box format, 193-194

branch styles, 192-193

cell size, 110

chart direction, 191-192

chart types, 157-158

custom animation, 257

exposure, 134

grid settings, 61-62

order within layers, 140

printers, 74

ruler settings, 61-62
Adobe Illustrator (Al) file format, 118, 247
Adobe Reader, 307
aligning

shapes, 57-58

text, 69
altering

active layers, 137-138

box format, 193-194

branch styles, 192-193

cell size, 110

chart direction, 191-192

chart types, 157-158

exposure, 134

grid settings, 61-62

order within layers, 140

printers, 74

ruler settings, 61-62
Alternate process symbol, 171
animated graphics, 251-253
animating

charts, 166

drawings, 253-255
applying

bullet lists, 68-69

drawing borders, 242

gradients, 90-92

shadows, 97-99

texture, 92-93

themes, 33, 84-85
area charts, 146-147
arrays, creating, 52
arrowheads, 49-50
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audience considerations, 291
AutoCAD, 248

AutoFill feature, 106, 112-114
axes (chart), 162

Axes control, 156

ol e

backup, 273
bankruptcy templates, 277-279
bar charts, 19-20, 144-145
bevel effect, 100-101
bitmap images. See BMP (bitmap) images
BMP (bitmap) images
drawing program, 12
file format, 246
overview, 116-117, 246
Picture tab, 119-120
borders, 242
box format, 193-194
boxes
adding to organization charts, 190-191
deleting chart, 191
branch styles, 192-193
Brightness control, 119
Browse For Folder dialog box, 124
building
arrays, 52
basic organization charts, 187-189
custom colors, 89-90
dashed lines, 96
dependencies, 218
doubled lines, 96
floor plans, 200-201
flowcharts, 176-178
image charts, 164-166
menus, 300-301
mind maps, 212-216
new charts, 150-155
new layers, 137
organization charts, 189-190
personalized calendars, 301-302
presentations, 258-262
reflections, 99-100
simple drawings, 25-27

swim lanes, 185-186
symbol libraries, 123-124
tables, 106-108
text objects, 65
bullet list, 68-69
Bullets button, 68-69
business graphics, 9-11. See also graphics

oo

calculating square footage, 204
calendars, creating, 301-302
captions, 242-244
Capture Web Image command,
119, 128-130
cast shadows, 98
categories
adding, 159-160
removing, 159-160
switching, 159
CDR (CorelDraw) file format, 118
cells
adjusting size in tables, 110
joining in tables, 110-111
locking table, 114
splitting in tables, 110-111
table, 104
CGM (Computer Graphics Metafile) file
format, 118, 247
changing
active layers, 137-138
box format, 193-194
branch styles, 192-193
cell size, 110
chart direction, 191-192
chart types, 157-158
exposure, 134
grid settings, 61-62
order within layers, 140
printers, 74
ruler settings, 61-62
chart boxes, 191
Chart Label dialog box, 163
Chart tab, 155-157
Chart Type button, 156
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chart values, 160-161
charts. See also organization charts
animating, 166
changing direction, 191-192
changing types, 157-158
Chart tab, 155-157
creating image, 164-166
creating new, 150-155
editing, 157-161
family trees, 196
formatting, 161-163
Gantt, 217-218
inserting into existing drawings, 152-153
overview, 143
project team, 195-196
rotating, 158
templates, 150-152
types, 144-150
checking spelling, 70-71
choosing
colors, 89
graphics, 291
shapes, 50-51
symbol libraries on SmartPanel, 40-41
clickable layers, 136
clipboard, 153-154
closing
drawings, 35-36
SmartDraw, 36
Coffee Shop Comparison template, 284
Collate option, 75
color
choosing, 89
creating custom, 89-90
depth, 117
filling shapes, 89-90
Color button, 67
columns
adding to tables, 109
deleting from tables, 109
Columns button, 105
combining table cells, 104
comparing SmartDraw to other programs,
11-13
Computer Graphics Metafile (CGM) file
format, 118, 247

connecting lines, 182-183
Connector symbol, 174
connectors, drawing, 46-47
considering audience, 291
consistency, 289-290
Contrast control, 119
Convert to Table, 106
Convert to Text, 106
converting mind maps to Gantt charts,
217-218
copying
drawings, 234
shapes, 51-52
copyrights, 272
CorelDraw (CDR) file format, 118
corners, adding, 206-208
country maps, 220
county maps, 220
Create a Hyperlink dialog box,
267-268
Create Opening SmartPanel button, 208
creating
arrays, 52
basic organization charts, 187-189
custom colors, 89-90
dashed lines, 96
dependencies, 218
doubled lines, 96
floor plans, 200-201
flowcharts, 176-178
image charts, 164-166
menus, 300-301
mind maps, 212-216
new charts, 150-155
new layers, 137
organization charts, 189-190
personalized calendars, 301-302
presentations, 258-262
reflections, 99-100
simple drawings, 25-27
swim lanes, 185-186
symbol libraries, 123-124
tables, 106-108
text objects, 65
Crop button, 119
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cropping

drawings, 241-242

images, 133
cross-functional flowcharts, 175-176
curved lines, 44

o e

data
compression, 117
importing from Excel, 154-155
importing into maps, 227
pasting from clipboard, 153-154
Data button, 157
Data (Input/Output) symbol, 171
data labels (chart), 162-163
data points, 226-230
Database symbol, 172
decision box, 169
decision symbols
overview, 171
using, 182-183
Define Footer dialog box, 77
Define Layers dialog box, 139
Delay symbol, 173
Delete button, 105
deleting
chart boxes, 191
columns from tables, 109
rows from tables, 109
shapes, 185
dependencies, 218
design themes
applying, 33, 84-85
formatting, 84-87
overriding settings, 85-86
overview, 272, 287-288
detail, eliminating extraneous, 288-289
Detention Form template, 285
dimensions
defined, 199, 202
showing, 202-204
Disk storage symbol, 172
displacement, 49
Display symbol, 173

displaying
dimensions, 202-204
grid, 59-61
Distribute button, 105
Document Browser, 24-25
Document symbol, 171
doors, adding, 205-206
dots per inch (dpi), 116
dpi (dots per inch), 116
dragging graphics, 234-235
drawing area, 28
drawing(s). See also animated graphics;
pictures
adding text, 63-65
animated PowerPoint, 256-258
animating, 253-255
applying borders, 242
basic shapes, 43
bitmap, 116-117
choosing, 291
closing, 35-36
connectors, 46-47
copying, 234
creating simple, 25-27
cropping, 241-242
editing, 32-34
editing in Word, 238-239
exporting to PowerPoint, 253-255
inserting charts into existing, 152-153
inserting pictures from, 124-130
lines, curved, 44
lines, freehand, 45-46
lines, straight, 43-44
opening existing, 35
pasting, 234
polygons, 47-49
printing, 73-74
printing multi-page, 78-79
printing parts of, 74-75
saving, 246-248
sizing, 241
stretching, 241
tips, 287-292
transferring to Microsoft Office, 233-238
wrapping text around, 239-240



drop shadows, 98
dropping graphics, 234-235
DRW file format, 118, 247
duplicating

drawings, 234

shapes, 51-52
DWG file format, 118
DXF file format, 118, 247

oF o

editing
chart values, 160-161
charts, 157-161
drawings, 32-34
shapes, 32
text, 32, 65-66
effects, 83
Effects button, 96-97, 106
eliminating extraneous detail, 288-289
EMF (Enhanced Windows Metafile) file
format, 118, 246
End symbol, 170

EPS (Encapsulated Postscript) file format,

118, 247
Excel, importing data from, 154-155
exiting
drawings, 35-36
SmartDraw, 36
Export dialog box, 245
Export to HTML Files dialog box, 264
Export Org Chart as Text dialog box,
216-217
exporting
drawings to PowerPoint, 253-255
to HTML, 263-266
to Microsoft Office, 237-238
outlines, 216-217
to PDFs, 245-246
exposure, 134
extension lines, 203-204

ofF e

Family Holiday Newsletter—1 and 2
template, 279-280

Family Tree—British Royal Family
template, 276-277
family trees, 196
Fill command, 87-94, 106
filling
overview, 83
shapes, 87-94
Find and Replace dialog box, 66
flipping shapes, 54
floating library, 42
Floor Plan (Metric) option, 61
Floor Plan (Standard) option, 61
floor plans
adding corners, 206-208
adding doors, 205-206
adding walls, 204-205
adding windows, 205-206
creating, 200-201
defined, 10
features, 198-199
opening walls, 208
overview, 20-21, 197-198
showing dimensions, 202-204
Flowchart—Nomination & Confirmation
Process template, 275-276
flowcharts
adding shapes, 179-181
connecting lines, 182-183
creating, 176-178
creating swim lanes, 185-186
cross-functional, 175-176
decision box, 169
decision symbols, 182-183
defined, 10, 167
deleting shapes, 185
detail, 169
hyperlinks, 267
keyboard shortcuts, 181
overview, 15, 167-170
process box, 169
SmartPanel, 179-180
splitting paths, 183-184
symbols, 170-175
folders, 271
fonts, setting text, 66—67
Format Table dialog box, 111

Index 3 ’3
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Format Table option, 106
formats

bitmap picture file, 117

save, 246-248

vector file, 118
formatting

charts, 161-163

design themes, 84-87

features, 272

lines, 94-96

table cells, 104

tables, 111
freehand lines, 45-46
freeware programs, 306
Freeze Properties command, 85-86
Freeze Properties dialog box, 86
From Camera control, 119
From Clipboard control, 156
From File control, 156

oG o

Gaming Systems template, 283
Gantt charts
converting mind maps to, 217-218
defined, 10
overview, 17-18
getting pictures
from cameras, 121-123
into drawings, 124
GIF (Graphics Interchange Format) file
format, 117, 247
gloss effect, 101-102
glow, 100
Google Maps, 224
gradient fill, 90-91
gradients, applying, 90-92
Graphics Interchange Format (GIF) file
format, 117, 247
grid
changing settings, 61-62
lines (chart), 163
showing, 59-61
snapping to, 61
Grid button, 106, 156

group, 55
grouping shapes, 55-56
guides, 59

o/ o

hatch, 93-94
help, 37-38, 273
Hewlett-Packard Graphics Language
(HPGL) file format, 118
HGL file format, 247
Hold-Your-Breath Test, 292
Horizontal Axis button, 157
HTM file format, 247
HTML (Hypertext Markup Language),
exporting to, 263-266
hyperlinks
defined, 266
inserting, 266-268

o]e
[llustrator (Adobe), 247
image charts, 164-166
importing
camera images into symbol libraries,
121-123
data from Excel, 154-155
data into maps, 227
including pictures in organization charts,
193-194
infrared sensor, 252
Input symbol, 172
Insert Above option, 105
Insert Below option, 105
Insert Left option, 105
Insert menu, 235-237
Insert Picture dialog box, 125-126
Insert Right option, 105
Insert Symbol dialog box, 68
inserting
charts into existing drawings, 152-153
hyperlinks, 266-268
images into shapes, 126-128
pictures from library, 125
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single images, 125-126
special symbols, 68
inside shadows, 98
interface, user, 27-30
Internal storage symbol, 175

o]o

Join Cells option, 105

joining cells in tables, 110-111
JPEG file format, 117, 247

JPG file format, 117, 247

oK o

keyboard shortcuts, 181

o/ o

launching
existing drawings, 35
Library panel, 42
SmartDraw, 23-24
layered area charts, 147-148
layers
active, 136-138
changing order within, 140
creating new, 137
defined, 135
floor plans, 199
managing, 138-139

moving objects between, 139-140

overview, 135-136

layout, page, 77-79

Legend button, 156

legends (chart), 162

length label, 199

Library panel, 42

line charts, 146

Line Spacing button, 70

lines
adding text, 64-65
connecting, 182-183
creating dashed/doubled, 96
drawing connectors, 46-47

drawing curved, 44
drawing freehand, 45-46
drawing straight, 43-44
extension, 203-204
formatting, 94-96
overview, 83
setting thickness, 95
spacing, 70
Live Maps
adding data points, 226-230
overview, 222-225
locking table cells, 114
Loop limit symbol, 173

ol o

Macintosh, 249
Magnetic tape symbol, 172
main toolbar, 28-29, 31
main topic, 210
managing layers, 138-139
Manual operation symbol, 173
maps
importing data into, 227
templates, 219-222
margins, setting, 78
Math Activity—Coloring template, 280-281
Max button, 157
measuring square footage, 204
megapixel, 116
Metric button, 61
Microfilm symbol, 172
Micrografx Designer/Draw (DRW) file, 247
Microsoft Office
exporting to, 237-238
PowerPoint Viewer, 307
transferring drawings to, 233-238
Microsoft Word, editing graphics in,
238-239
Min button, 157
mind maps
converting to Gantt charts, 217-218
creating, 212-216
exporting outlines, 216-217
organization charts compared with,
210-212

315
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mind maps (continued)
outlines compared with, 210-212
overview, 18-19, 209-210
relationship with brain, 212
types of boxes, 210
More Symbols dialog box, 41
moving objects between layers, 139-140
Multi-Document symbol, 171

o\ o

name of layers, 136

New button, 156

New Drawing button, 206
Note symbol, 174

o () o

Object dialog box, 235-236
objects, moving between layers, 139-140
obtaining pictures
from cameras, 121-123
for drawings, 124
Off page down symbol, 174
Off page left symbol, 175
Off page right symbol, 175
Off page storage symbol, 175
Off page up symbol, 174
Office (Microsoft)
exporting to, 237-238
PowerPoint Viewer, 307
transferring drawings to, 233-238
Open Picture button, 119
opening
existing drawings, 35
Library panel, 42
SmartDraw, 23-24
walls, 208
options
Collate, 75
print, 76-77
setting HTML, 265
Or symbol, 174
order of layers, 136

organization charts
adding boxes, 190-191
changing box format, 193-194
changing branch style, 192-193
changing direction, 191-192
compared with mind maps, 210-212
creating, 189-190
creating basic, 187-189
defined, 10
deleting boxes, 191
family trees, 196
including pictures, 193-194
overview, 15-17
project team, 195-196
orientation, setting, 78
outlines
exporting, 216-217
mind maps compared with, 210-212
overlapping shapes, 54-55
overriding theme settings, 85-86

oo

page layout, setting, 77-79

Page Setup dialog box, 78

Pan & Zoom control, 119

panning images, 130-132

Paper tape symbol, 173

pasting
data from clipboard, 153-154
drawings, 234

paths, splitting, 183-184

PCX file format, 117, 247

PDF (Portable Document Format)
exporting to, 245-246
overview, 118, 247

Picture Folder control, 119

Picture tab, 119-120

pictures. See also images
bitmap, 116-117
inserting from drawings, 124-130
inserting from library, 125
inserting in symbol libraries, 120-124
overview, 115-116
vector, 118
Web site, 128-130
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pie charts, 148-149, 156
pixels, 116
PNG (Portable Network Graphics) file
format, 117, 247
polygons, 47-49
Portable Document Format (PDF)
exporting to, 245-246
overview, 118, 247
Portable Network Graphics (PNG) file
format, 117, 247
portrait, 78
positions, shape, 56-57
Power Plant Cycle template, 281-282
PowerPoint (Microsoft Office)
animated drawings, 256-258
exporting drawings to, 253-255
Viewer, 307
Preparation symbol, 173
presentations, creating, 258-262
Print dialog box, 73-74
print options, 76-77
Print Preview command, 75-76
printing
changing printers, 74
drawings, 73-74
multi-page drawings, 78-79
multiple copies, 75
parts of drawings, 74-75
Printing Partner button, 79-80
process box, 169-170
project chart, 17-18
project team charts, 195-196
Punched card symbol, 172

.Q.

Quick Layouts control, 156

o R o

Reader (Adobe), 307

reflections, creating, 99-100

relative value charts, 149

relay board, 252

removing series/categories, 159-160

resolution, 116
retrieving maps from Google Maps, 224
RGB values, 90
Rotate Chart button, 156, 158
rotating
charts, 158
shapes, 52-53
rows
adding to tables, 109
deleting from tables, 109
Rows option, 105
ruler
changing settings, 61-62
overview, 59

oS e

sales maps, 220
saving

for AutoCAD, 248

drawings, 246-248

frequency, 271

graphics, 34

for Mac, 249
scrolling, SmartPanel, 40
Select Texture dialog box, 93
selecting

colors, 89

graphics, 291

shapes, 50-51

symbol libraries on SmartPanel, 40-41
Selection button, 50
series

adding, 159-160

removing, 159-160

switching, 159
Set Line or Border Thickness dialog

box, 95

Set Photo Destination dialog box, 122
Set Photo Source dialog box, 122
Set Printing dialog box, 77
Set Rulers and Grids dialog box, 62
setting

grid, 61-62

HTML options, 265
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setting (continued)
line thickness, 95
margins, 78
orientation, 78
page layout, 77-79
position and size for shapes, 56-57
print options, 76-77
ruler, 61-62
text fonts, 66-67
shadows, applying, 97-99
shape effects
bevel effect, 100-101
gloss, 101-102
glow, 100
overview, 96-97
reflections, 99-100
shadows, 97-99
shapes
adding, 32-33
adding to flowcharts, 179-181
adding from SmartPanel, 39-42
adding text, 64
aligning, 57-58
alternatives to, 289
deleting, 185
drawing basic, 43
duplicating, 51-52
editing, 32
filling, 87-94
filling with color, 89-90
flipping, 54
flowchart, 170-175
grouping, 55-56
inserting images into, 126-128
overlapping, 54-55
rotating, 52-53
selecting, 50-51
setting position and size, 56-57
spacing, 58
shortcuts, keyboard, 181
Show Data Table control, 156
Show Dimensions dialog box, 203
showing
dimensions, 202-204
grid, 59-61

Single-Click toolbar, 29
size, shape, 56-57
sizing drawings, 241
SmartDraw
capabilities, 14-21
compared with other drawing programs,
11-13
features, 13
SmartDraw button, 29
SmartHelp, 25, 37-38
SmartPanel
adding shapes from, 39-42
choosing symbol libraries on, 40-41
Floor Plan, 201
overview, 30
scrolling, 40
SmartTemplates, 25
snapping to grid, 61
sound board, 252
spacing
lines, 70
shapes, 58
spell checker, 70-71
Split Cells button, 105
splitting
cells in tables, 110-111
paths, 183-184
stacked bar charts, 145-146
Standard option, 61
Start symbol, 170
starting
existing drawings, 35
Library panel, 42
SmartDraw, 23-24
Stored data symbol, 171
storyboard, 258
straight lines, 43-44
stretching drawings, 241
Subroutine symbol, 172
subtopic, 210
Summing junction symbol, 174
Swap Series & Categories button, 156
swim lanes
creating, 185-186
defined, 175



switching series/categories, 159
symbol libraries
accessing, 41
creating, 123-124
floor plan, 199
importing camera images, 121-123
overview, 120
symbols
adding text, 64
decision, 182-183
inserting special, 68

oJ e

Table button, 105
Table tab, 105, 119
tables
adding columns, 109
adding rows, 109
adding text, 108
adjusting cell size, 110
creating, 106-108
deleting columns, 109
deleting rows, 109
formatting, 111
joining in tables, 110-111
locking cells, 114
overview, 103-106
splitting in tables, 110-111
tabs
Chart, 156-157
Table, 119
Tagged Image File Format (TIFF) file
format, 117, 247
templates
bankruptcy, 277-279
charts, 150-152
Coffee Shop Comparison, 284
Detention Form, 285
Family Holiday Newsletter—1 and 2,
279-280
Family Tree—British Royal Family,
276-277
Flowchart—Nomination & Confirmation
Process, 275-276

Gaming Systems, 283
maps, 219-222
Math Activity—Coloring, 280-281
overview, 272
Power Plant Cycle, 281-282
Training—Hand Washing, 282-283
text
adding to drawings, 63-65
adding to lines, 64-65
adding to shapes/symbols, 64
adding to tables, 108
aligning, 69
editing, 32, 65-66
objects, 65
setting fonts, 66-67
wrapping, 104
wrapping around drawings, 239-240
Text Alignment button, 69
Text Editing button, 106
Text Editing Properties dialog box, 108
Text Symbol button, 68
texture
applying, 92-93
defined, 92
themes
applying, 33, 84-85
formatting, 84-87
overriding settings, 85-86
overview, 272, 287-288
3D charts, 149-150
TIFF (Tagged Image File Format) file
format, 117, 247
tips (graphics), 287-292
title, 162, 290
toolbars
main, 28-29, 31
Pan and Zoom, 131-132
single-click, 29
Work Area, 30
topic, 210
Training—Hand Washing template,
282-283
transferring drawings to Microsoft Office,
233-238
Transmittal tape symbol, 173

Index 3 ’9
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transparency, 90

Trim to Shape button, 119
trimming images, 133
troubleshooting, 308
TrueColor pictures, 117
24-bit pictures, 117

o lf o

user interface, 27-30

oo

vector drawing program, 12
vector formats, 118
verifying spelling, 70-71
Vertical Axis control, 157
visible layers, 136

o[/ o

walls
adding, 204-205
opening, 208
windows, adding, 205-206
WMF (Windows Metafile) file format,
118, 246
Word (Microsoft Office), editing graphics
in, 238-239
Work Area toolbar, 390
world maps, 220
wrapping text around drawings, 239-240

o/ o

zooming, 33-34, 130-132



